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WELCOME

Thank you for enrolling your child in the Long Hill Township Summer Recreation
Program. The purpose of this traditional Summer Recreation Program is to provide for
the social, mental and physical growth of the day camper through a variety of activities,
special programs and trips in a safe and fun environment. We are here to allow the
children to engage in organized activities with their peers under the supervision of the
Summer Recreation Staff. This traditional summer recreation program helps contribute
to the overall development of a well rounded child. We are very excited about the many
new activities we will be incorporating into the Summer Recreation Program this
season.

STAFF

The Summer Recreation staff consists of counselors which are directly responsible for
the children assigned to them. Directly supervising the counselors is a Site Supervisor
and an Assistant Site Supervisor. There will be a Summer Recreation Director that will
be responsible for overseeing both sites and all staff. The Recreation Director will
oversee the entire program.

Each site also has an Activities Director responsible for planning day to day activities
and special camp wide programs. There are also Arts & Crafts Directors that plan the
daily arts & crafts projects.

All counselors are trained in basic First Aid & Safety, Emergency Procedures and
Summer Recreation Policies & Procedures. Site Supervisors and the Summer
Recreation Director are certified in CPR and First Aid and all Summer Recreation
Policies & Procedures.

CONTACT INFORMATION

Parks & Recreation Director:

908-647-8000 X 219(Office)

908-296-2116(Cell phone)

recreation@longhillnj.us

Summer Recreation Director: Kelly Wells

Site Supervisor — Millington: Shawn Kelly

Site Supervisor — Central: Nicole Grasser

Please call the Recreation Director for any inquires during Summer Recreation hours.
The Director will convey any messages to the Site Supervisor.

DATES

The Summer Recreation Program is open to residents 4yrs old to entering 6™ grade.
Camp will begin on June 30th and conclude on August 8". Camp will be closed on July
4™ A calendar, for the 6 week program, will be handed out at Parent Information Night.




FEES

The fee for the six week program is $200 for residents and $400 for non-residents. All
additional activities will be listed on the website and require a separate fee if you would
like your child to attend them on the dates listed. There is also a separate fee for the
sport programs offered during the summer recreation hours.

LOCATIONS

The 4yr. old to entering 2" grade group will be at the Millington School. The gym and
five classrooms are utilized for the program as well as the playground and baseball
field. The entering 3™ through entering 6™ grade program will be at the Central School.
Both gyms, home economics room and 4 classrooms are utilized as well as the outdoor
field area and picnic tables. Lake Days will be at the Stirling Lake.

HOURS

Summer Recreation hours are 9:00 AM — 1:00 PM. Please do not bring your children
prior to 9:00 AM as no one will be available to supervise them. Prompt pick-up at 1:00
pm is expected.

LAKE DAYS

There is one lake day per season for campers at the Millington site. There is no
program at the school on Lake Day. If you choose not to attend Lake Day, your child
will not attend summer recreation on that day. Lake Day begins at 11:00 AM at the
Stirling Lake and concludes at 2:00 PM. Lunch is provided for registered campers only.
A parent or designated guardian must attend Lake Day with the campers from the
Millington School. No children from the Millington School will be admitted to Lake Day
without a parent or designated guardian. In the case of inclement weather, Lake Day is
cancelled and no program will run on that day.

DROP-OFF AND PICK-UP PROCEDURES

We ask that proper consideration be taken to ensure that a safe and timely drop off and
pick up procedure occurs each day camp is in session. All campers, at both locations,
must be signed in and signed out of camp every day he/she is in attendance. You will
be signing your child in and out with his/her designated counselor. Counselor
introductions will be made, in person, at Parent Information night. If neither a parent nor
designated person is signing your child out you must notify their counselor, in writing,
the name of the person designated on that day. A Pick-up Release form is included with
the registration. Children will not be released until a family member or designated
person is present.




Special consideration may be given to children in the 5™ and 6™ grade that live close
enough to walk or ride their bikes to camp. This must be done by contacting the
Recreation Director and obtaining a Walking/Bike Riding Permission Slip. Your child will
not be allowed into camp unless we have this completed form on file.

DAILY ACTIVIIES

There are many activities offered throughout the day in both camp locations. The
calendar for both camps will include special activity days, theme days, trips, lake days
and special guests. Daily activities include various sports, arts & crafts, indoor games
and adventure based activities.

There are also activities offered this year outside of the summer recreation program.
These activities are offered both within the summer recreation hours and after. We will
be responsible for getting your child to their designated activity and returning them to
the summer recreation program during recreation hours. All of these programs are on
site at either the Central or Millington site. The Summer Recreation staff will be
escorting the children to and from each program. The programs that occur after the
designated Summer Recreation hours will also be on site. The staff will escort the
children to the program and a Summer Recreation counselor will remain on site until all
children are picked up.

We strongly suggest electronic games and personal toys be left at home. We cannot be
responsible for them in the event they are lost, stolen or broken.

SNACK TIME

Since children do not eat lunch at camp we suggest a healthy snack be sent with them.
We strongly advise against sweets, candy, soda and foods high in fat. As we are not
familiar with the dietary needs of each camper we will not provide snacks to those
campers that don’t bring them. Snack time is incorporated into the schedule for both
locations and must be eaten in designated rooms only. We cannot refrigerate snacks
so please plan accordingly. Please do not send your child with anything containing
peanuts or obvious peanut products.

MEDICATION POLICY

Any child who requires medication during the day must have the medication in the
original bottle or container that is labeled as to what the medication is as well as the
amount to be taken and how often. Only prescription medicine that has been prescribed
for the child will be administered. All medications must be brought to the Site Supervisor
with a note explaining when, how much, and why the medication is taken. All medication
will be kept in the camp office which will be located in the Home Economics room at
Central School and the Arts & Crafts room at the Millington School. This will be the
central location for the Medical Log Book, First Aid Kit and information pertaining to
campers. There will be a staff member present in this office at all times.



GROUPS

Children in the Millington School are grouped according to grade. The groups are
broken down into Pre-K & K and 1% and 2™ grade boys and girls. You may indicate on
your registration form if you would like your child to be placed in a group with other
children. We will make every effort to accommodate this request. We cannot change
groups after the program begins. Children in the Central School are also grouped
according to grade. The groups are broken down into 3™ & 4™ and 5" & 6™ grade boys
and girls. In both locations a group of eight to ten children is assigned to each
counselor. They are responsible for these campers throughout the course of the
program. You will sign your child in and out with their counselor each day. Each
counselor will have a clip board with a roster and each of their camper’s registration
form.

CAMP RULES

Please review the following information with your child. The general rules that all
campers are expected to adhere to are as follows:

* All accidents and injuries must be reported to your counselor who will report the
incident to the Site Supervisor for documentation.

* Campers must remain with their group at all times unless given permission by
their counselor.

* No child may enter or leave the Summer Recreation Program without being

signed in or out by a parent unless special permission has been obtained in

writing.

Children must wait for transportation with their counselor.

Counselors cannot administer any medications.

No running in the hallways.

Children must not touch thermostats or anything belonging to the Board of

Education in the classrooms or gym.

* All Summer Recreation equipment should be used properly and returned
undamaged.

* Bathroom procedures are as follows:

* Children under the age of 8 must go to the restroom with a Counselor or
a Counselor in Training.
Children over the age of 8 must go to the restroom with a “buddie” that
is equal age or older.

All trash must be placed in trash containers.

No foul language will be tolerated

No drugs, alcohol or tobacco products will be tolerated.

No guns, including toy guns, paintball, etc.

No bullying will be tolerated.

No campers should be in the hallways unless they are in route or returning from

the rest room.



* No campers should be in any of the assigned rooms without a counselor present.

* Food is allowed only in designated rooms, no food or drinks are allowed in the
gymnasium.

* No sneakers with wheels are permitted in either school.

Adherence to these rules is imperative to ensure we have a fun and safe summer and
to continue our excellent relationship with the Board of Education and their staff.

BREAKING OF CAMP RULES

Quiet time

Restriction from activity
Restriction to adult supervision
Conference with Director
Conference with Parent/Director
Removal from the camp
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Please refer to the Summer Recreation Discipline Policies & Procedures attached to
this manual for counselor discipline procedures.
Also attached to this manual are the following Summer Recreation Policies and
Procedures as they refer to the staff:

*  Drop-Off/Pick-Up

* Daily Health Check

* First Aid

* Field trip & Bus Safety

* Emergency Action Plans & Drills

* Injury Report Form

STAFF POLICIES & PROCEDURES

DROP-OFF/PICK-UP POLICIES & PROCEDURES

DROP-OFF

1. Counselors must arrive by 8:45 and be in their designated spot with their
rosters.

2. Parents will sign their children in with their designated counselors.

3. The counselor must be aware of the arrival of their designated campers.



4.

Between 9:00 and 9:15 the counselor will make sure all their campers are
accounted for and prepared for their first activity.

PICK-UP

1.

2.
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All counselors and campers will convene at a designated spot, at 12:45PM, to
await pick-up.

Counselors will ensure that children have all of their belongings and any
notices that need to given to parents.

Counselors will assemble their campers in an orderly fashion and remain with
them until the last camper is picked up.

Parents will sign-out with their child’s designated counselor.

If counselors have to leave camp early, for an approved reason, they will
inform the Site Director, first thing in the morning, and the Director will
arrange for another counselor to be in the designated pick-up spot.

No counselor may leave until all of his/her campers have been picked up and
his/her roster is given to the Assistant Site Supervisor.

Counselors with children repeatedly picked up late should notify the Site
Director.

DAILY HEALTH CHECK OF CAMPERS
POLICIES & PROCEDURES

Counselors shall, at the beginning of each day, check the campers assigned to them for
any signs of illness or other health related problems.

Counselors should specifically watch for colds, rashes, fevers and open wounds. These
and any suspected problems should be immediately reported to the Site Director or
Camp Director who will take appropriate action.

Please do not underestimate the severity of a health problem. Consult the Site
Supervisor in all cases.

Head lice are another type of condition that should be reported to the Site Supervisor so
the parents may be informed of their condition and receive treatment.

In the event of Lake Day, campers who have rashes, poison ivy, open sores etc. will not
be permitted in the lake.

FIRST AID
POLICIES & PROCEDURES

MAJOR INJURIES




In the case of a major injury, make sure the area is safe for the rescuer. DO NOT
MOVE THE CAMPER UNLESS THERE IS IMMEDIATE DANGER TO THE VICTIM.

Second, send another counselor to seek out the Site Director or Summer Recreation

Director

THE SITE DIRECTOR WILL PHONE THE LONG HILL TOWNSHIP POLICE/FIRST AID
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SQUAD FOR ASSISTANCE

Describe accident

Request help

Give names of self & camp

Give location of accident including which part of the building, where on the
property

Give number of persons involved.

Wait for police to hang up first

FIRST AID PRIORITIES
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Effect a prompt rescue.

Use rubber gloves for all rescue procedures.

Ensure that the victim has an open airway, give mouth to mouth respiration if
necessary.

Control severe bleeding. Use direct pressure and elevation.

Provide other first aid as needed.

MINOR INJURIES

THE FIRST AID KIT IS LOCATED IN THE DESIGNATED CAMP OFFICE

Contact the Summer Recreation Director, Site Director or Assistant Site Supervisor ,
and proceed with the following steps:

1.
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Minor cuts, scrapes, etc. — If child is capable have them wash their own cut
with soap and water and apply bandage. If counselor assistance is required,
first put on rubber gloves then proceed with washing procedure.

Bumps, sprains — apply ice pack or instant ice pack.

Burns — Run cool water on the affected area.



4. Bee Stings or Insect Bites — remove stinger, wash with soap and water, and
apply ice pack. Review child’s medical history to determine if child is allergic
to bee stings. If child has never been stung before they should be monitored
for 10-15 minutes for any allergic reaction. In any bee sting instances the Site
Director should be notified.

MEDICAL LOG BOOK

All injuries must be reported in the Medical Log Book which is located in the
designated camp office with the First Aid Kit. A report must be filed for any and
all injuries or administering of first aid.

MEDICATION POLICY

Any child who requires medication during the day must have the medication in
the original bottle or container that is labeled as to what the medication is as well
as the amount to be taken and how often. Only prescription medicine that has
been prescribed for the child will be administered. All medications must be
brought to the Site Supervisor with a note explaining when, how much, and why
the medication is taken.

ABOVE ALL, KNOW YOUR CAPABILITIES AND MAKE EVERY
ATTEMPT TO AVOID FURTHER INJURY TO THE VICTIM TO
WHOM YOU ARE PROVIDING FIRST AID.

-

FIELD TRIP AND BUS SAFETY
POLICIES & PROCEDURES

. Counselors must accompany their group on the bus

Counselors must account for each camper before the bus leaves. A buddy
system will be utilized if appropriate for the group.

Attendance will be taken by the Site Supervisor before leaving and each time the
bus is reloaded.

Emergency forms will be taken on field trips.



5. Everyone must remain seated and seat belted while the bus is in motion.

6. Everyone must keep their heads, hands and arms inside the bus windows.

7. Campers are to behave in a manner that speaks well of the Long Hill Township
Recreation Department and does not endanger the safety of everyone.

8. Counselors and campers must wear their Summer Recreation shirts on all trips.

9. Upon arrival of the field trip’s designation, counselors will account for each
camper assigned to them.

10.Close and careful supervision during the field trip must be maintained at all times.
Counselors must be aware of where their campers are at all times. Periodic
attendance checks are imperative.

11.Counselors must accompany campers in a public toilet facility. Older campers
may go in pairs to ensure safety. Counselors must be aware of when the
campers leave and return. The best approach is to have all the campers go at
once.

12.Upon arrival to the bus for departure back to the school, a head count must be
made by the counselors and report to the Site Supervisor that all campers are
present and accounted for.

EMERGENCY ACTION PLANS &
DRILL PROCEDURES

* Afire drill will be conducted the third day of camp.

* A medical emergency drill will also be conducted the fourth day of camp

* All employees are expected to respond and perform in a drill situation
as if it were the “real thing.”

FIRE

* 3 long blasts of an air horn will sound inside the building and outside

* Counselors are responsible for evacuating themselves and any campers
under their supervision in a timely and orderly fashion. Staff are the last ones
to exit their room and close the door.

* Proceed to the nearest exit

* Everyone is to gather away from the building.

* Assistant Site Supervisors are responsible for taking a head count of their
counselors and their campers and reporting to the Site Supervisor.

MEDICAL EMERGENCIES

* In all cases, in case of a medical emergency necessitating a call to 911, a
“Code 10" must be relayed to the Site Supervisor.

* Site Supervisor will respond to the location of the emergency. Proceed as
you have been trained in First Aid and CPR. Remaining staff should assist
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with crowd control and directing EMS to the location of the victim, and assist
with information gathering for accident report.
Injured individuals must never be moved.

LOCK DOWN

In the event it is necessary to call a “Lock Down” while camp is in session, the
procedures are as follows:

Inside and outside of the building one long blast of the air horn will signal a
“lock down.”

Campers inside the building will proceed to the nearest interior room that can
be locked and remain inside with their counselor until the all clear sign has
been announced. Doors will remain locked, shades will be drawn, and lights
will be turned off. Campers and their counselors will remain out of site of the
windows.

Outside the building counselors will proceed as quickly and safely as possible
to the nearest location that is out of site of anyone looking across the grounds
and remain in that location until the All Clear sign has been sounded.

The All Clear signal will be a repeat of the one long blast of the air horn.
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TOWNSHIP OF LONG HILL
DEPARTMENT OF RECREATION

Injury Report Form
Date of Injury Place of Injury
Injured’s Name Age Sex
Address City
State Zip Phone

Location/Description of Injury

Description of Circumstances

Action Taken: (Check all that apply)
a. none required b.injured refused treatment

c. parents called at am/pm Caller

d. First Aid Given by:

Describe:

e. Ambulance called at: am/pm Caller

f. injured taken to:

Via:

g. others notified at

am/ pm

Caller

Witnesses: Phone

Date of Report Prepared by

Signature of Preparer

Signature of Parent or Guardian

Retain one copy of this report for your records and submit a copy to the Recreation Director
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